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Date Completed 
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894-5137 

1. GEORGIA DEPARTMENTOF HUMAN REFOURCES 

.~ ~ 

MAY 1 3  1983 Working Title 
Clyde R.  Roy, Director 

. ~ ~ ~~~ ~~ ~ ~ 

A p r i l  25,  1983 
Wpiication Number 

DnR 83-7 

- ~ ~ - .  ~_ ~ . .- ~. ~___. ~ E f f _ f l a Y l o r ~ ~  ~ ~ - ~~ . ~~~ ~ ~-~ 

- ~~ 
~ ~~~~ ~ ~~ 

!. Person to Contact 

~ 

-change retention to make uniform with I. Action Requested . .' 
retention periods for other f i l e s  series a. 0 Establish Retention Schedule; recard will continue to ammulete. 

b. Dispose of present accumulation; no further accumulation anticipated. 
c. Amend Application No. 747174 - Check One: [H Change; Supercede; Void 

i n  t h i s  unit 
~ ~~ ~- . ~ ~~ . _ -  ~~ _ _ ~ ~ _ _  ~~ ~. .- .- ~ 

6. Records Series Ti t le Pollowed by rlrlo used in offb; if dlffenntl 

Licensed Medical F a c i l i t i e s  F i l e s  
b t e n  1 I. Dstea of Series 

i r l i en  

~~~~ .~ ~~~ ~~ 

~ 

~ ~. ~_._ 
What i s  tho function of tho Divlrion and the Offlee in which this ncord mriea is  created? 

,_L __ ...... 
i. Division and Offics Function 

1 

__. _____I.._ ~~ . ~~ ~ ~~~~~ ~ . ~ -~ __ --- 
I. Records Series Dncription This file contains the following dwcu!'nenta llncluds form nurnberr n d  rirkr, if n y l :  Attach sampler of the file. 

Documnu relating to: 

Included ara: 

File is arranged: I .. 
, .  

~ '. , .  i .. \ .  . ,. ,-. .. 
. _ _ ~  -. ~~~ .-z -. 

I. Monthly Referenca Rate 

&nry-fiw m n t h r  and older _.___ 

I. Annual Rate of Accumulation or Records 

How often am records referred to wnich are: 

ne to 6ix months old ths uld .~ - : Thirteen to twentyfour months O l d  ; 

- ~ - ~ ~ . ~ . .. 

. .  < . .  
-;)Letteraizedrauerr ; Shelvas ; O t k r  (Specifyj ~. ~ .. . .~ 

_l_.ll____ u ------_I-_- ... .,~.I~,.-cx ~ ~ . ~. 
. -  ._ 

~. - .  . ~. 
-.. 

_~2__ 
i., ~- r -- 

x m  4998-'(7-h ' (O"0ri 



, 

._-A 
en "x" in the proper rn~umc) _ _  ~ . ~~ -~ .---;'------.- 

(1. i a  this the official copy of the series? 
If not. where is  it? .i 

I ~~~ .. . --L 
contain mn f i i n t i a l  information requiring-security handling? If yes, cite lsw or regulation. 

. .  ~ -~~ 
I 

~. . ._ .- c. Is this e vital remrd? 
d. Doer this sries have historical or long tam research value? 

e. When one or NM documents in the file make it neceraaw to keep the entire file for e long period, mdd these documents 
~ ~~~ ~~ ~ - .. 

. ,  . . .~ .~. 
. . ~. 

- _I_ informetion contained in this series ewr pub?ished? If yes, attech mpy. '' 

g. I; the infoimeiion contained in t h i s  mries swr analyzed endlor recorded in a +mrnerized report? 
I f  ves. attech mw. 

I I h. Is there e duplicetion of t h i s  series in your offim,or in another office or agency? 
if yes where? 

1 I major-.yz;an ovt) rngulerly microfi~med? __ . . I. IS this series for a 

J. Does the remrd mries result in e mmputar printout? 

I 1. - ~ 

_I ~-._L-- ~. . 

. - 

1. Ratantion RBquirements .& The following requires the mriea to be kept: 
. ~- - .  .~ . .  . '-. 

4. 3 a r e . h  ..- years. d. Auditpriod years. 
. ' * 0. Administrative wed --Years. 4 6 .  Statute of limitation ,, ~ _ _ _ _  years. 

c. Federallaw years. .** f. Federal retention instructions 3 - y e -  

Attach copy or excerpt of iawr or rngulatiolu. Expiein administrafibn need. 

* records needed i n  event legals questions may arise 
c* see attached instructions - United States Department of Health, Education, & Welfare 

State Operations Manual -Medicare - April, 1980 __ 
2. Approved Disposition Instructions Thi&ency r e r n m ~ n d s  that the file sarias be cut off at the end of each: 

mCnlendar Year: 0 F i a l  Year; OOther __ then, 

Q Hold in the current files eree 
0 Transfer to local holding arm; hold 

Transfer to State Records Center. hold 3- voarfs); then 

monthfs) & yoarW; then 
vearls); then 

E3mstrov , EXCEPT THAT: 
0 Transfer to State Archimsfor permanent retention. 

Fi les  fo r  years ending i n  0 will be t ransferred t o  S ta t e  Archive 
f o r  Permanent Retenti  on.  

0 Other I$pecifvl 

These instructions apply to ell prior and future accurnuletiona of the snries. 



Dates of Se r i e s  
Apri l ,  1966 t o  present 

. .  . 
Medical F a c i l i t i e s  Licensure and C e r t i f i c a t i o n  U n i t ,  through inves t iga t ion ,  Lnspection, 
and evaluat ion,  determine the  adequacy of f a c i l t i e s  ahd serv ices  i n  r e l a t i o n  t o  reauirezezt ;  
for t he  l icensure and c e r t i f i c a t i o n  of hospita1s;nursing homes, home hea l th  agencies,  
l abo ra to r i e s ,  portable  X-ray serv ices ,  and r e h a b i l i t a t i v e  agencies f o r  p a r t i c i p a t i o n  i n  

. 

. T i t l e s  XVIII, XIX, and V I  programs. . ~ . ' 

B ... - IolIoViag aocurents ( include form cumbers and t i t l e s ,  - .  if enjr, 
€ 

~ . r  _-  ~ 

4. 
i ,  

-~ ~- ~ 

? - .  
5' . i t o  t h e  l icensing:  of:-medical ~&&t.ies .in g e  State .  8 -  =. 

\ ,  -~ 6; x 
.. .~ -~ *- 

I 
clu&d . a re  appl ica t ions  . for  permits, ~ r m i t s f - € o r  :oierati&; tlie"gove.rning: % y ~  b y d w s  f ' 

4 L e a l t h  Deparment, Reports of InspefSion by the  S ta t e  Fir*rshal'.s Office and the 
*or the f a c i l i t y ,  repor t s  .of Jnspection, food serviee *=its issued by.'tke l o c a  ? 

'i ,I&%- 
-"L'~&ardi+'t>e medical f a c i l i t y ' s  operat ion and transactiOqs.2. .' . ef Drug Inspector 's  q f f ice ,  C o m  Sani ta r ian  Inspection . repor t s  a d  ,correspondence -" 

' . .- y.. i 

. .  
- . *  .t I _  - --. - =.- 4.s 7 I? - i- -_ -? LA'.' 

. The . .  f i l e  is arranged~eO'(PT_aph~ally;-u'nde z&ea F F I I  ii6r~31fi: 7.. thereunder 
alphabetically by name o f  i n s t l t u t l o n .  

, .~ . I  . . .  .. . . .  . . . .  . . .  . 

. ?  . . . .  :. . .  . 
LICEPSED MDICAL FACILITIES FILE ' 

Y 



.#;a 
c -  _ _  - ... .. --- QUESTIONNAIRE ?I... 

.a- I. n.. ,,.,., ..I-- l r  .I.-w 1. - i ts , -  win.. ..,1.1. 

, 1 -  i 
. . . . . .  . .  I , , 

. . . . . . . . .  . .  
. .~ 

'I-. 
13. Is t h i s  the  Record Copy of the  series? . . 

. . .  t h i s  sekes in another office or a g e n ~ ?  : 1"x: 

.;. . : [ ] .[xl 

[ X I  ,>I : 

I : [x: 

. .  
i n  t h i s  series ever sumarized o r  published? 

Attach copy of summxy o r  publicatioq. 
16. Does the ser ies  contain c lass i f ied  info&atign-re&ring security handling? [ -1. [x-: 

... -. I 

; 

I 

17. Does the  series ini t ia te ,  amend or terminate agency pol ic ies  . .  and procedures? 
. .  . .  fi . 

18. ~Cofld the function be perfonned i f  ~ e e  f i les  were l o s t  o r  destroyed? -~ --- With great difficulty.  -~ 
. -  .- 

. .  

. .  ' 23, Does the record se r i e s  provide data as i n  u t  t o  an EDP tilet i . FtJ 1 '  Inpu t  fucH2BheS- f n _ f O ~ a ~ i C 3 R  meCt iope3  i n  q u e s t i o n  21. 
kgl . 1: : i 

i 21. h e s  the  record series contain documentation produced' ag EDP printout? . _. 
. . . . . .  1 

1 

j 5 ; .  EGSIREMNTS,  The following requires the  files t o  be keFt 

' Reproduced f n t  rm t o  d ' a t e  update  care a q u a r t e r l y  m e  nd roster ho+spitals of all i n .  t h e  l i c e n s e d  s t a t  nu r s ing  - .. 
22. BE%%& F e g e r s  bvernment &sue2 fnstruc ons governing the  re%ntion/dispo- 

23. Will 6here'be a need f o r  these records -10, 15 y e k s  from now? If yes, what? 

. [ .]' . 1 
. . .  . .  . .  .. . . .  

. . .  
. .  '..( . 

._ . . ~ .  .. . .  . . . . .  . .  . .  . .  
s i t i on  of these f/iles4. , I .  . . 

. .  .. 1 

" . 'I [x : 

. 3 b .  . .  ye-: 
. 

.. 8 
, .  1 '* 

E. [ ?STATE b. [ ISTATWE OF c. [ IAUGIT ' d. [ ]kEDERAL- ' e. [4AfEINISTRATIVE f. []HISTORICAL: 
LAS' LIKITATION PERIOD ' L A W  DECISION VAtUE . 

., c 

(Cite  Lm, Statute ,  or other reason for the retenti-on requirement). , '  

I 
.. '1  

I i 

. . . . . . . .  Raymond J. Hereth, Chief 
T h i s  amendment requested by Department of Archives and His to ry  - 

- .L, .G~I~Y ECOH!CNDATIONS. This agency recornends that t t e  fiie ser ies  be c u t  o f f  et t h e  end 
if ep,-f, -MCm]t&y yEm -[],;--.- - ' > b &  Y z . 4  "'- - [ I  p-.--p "l.7;. . - ,then: 

- -  
~ -. _ -  

L 
.~ 

Hold. in-Current-  files- f '  

.: j 

i Transfe.? to Stat? h o l d ~ 2  yea r s :  of 1 cubic  -feet t o  S t a t e  Archives;  ; 
2 I 

F ~- 
- 

r . .  r 

% i~ 
- -  ~.~ . .  - .  

.. .. .  
. . .  -~ 

c 1 

. . -  

. .  
j~ I 

. .  . .  . .  
4 wri te  additionat re&hJ: 

1 
f 
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DR?ARIMImI O? A R C B I V I S  L IISTORI 
PAGE 

. 1  
- __-_ . - . ..~ . .~ 

RDB i A ; i G l ; i i t  DIV~SIOI US*, 

Licensure Service 

DISPOSE OF PRESENT ACCUMULATION; 
NO FURTHER ACCUMULATION ANTICIPATED. 

New hospitals and nursing homes submit applications to be 
State Regulations. 
with State Law. 
Follow-up inspections are done on an annual basis and sub-standard facilities are 
inspected more frequently. 

licensed for operation under 
Inspections are conducted by the Department to determine compliance 

Permits are issued and the facility officially begins to function. 

I 

This series consists of applications for permits, permits for operation, the 
governing body by-laws for the facility, reports of inspection, Food Service 
permits issuedby Ehe local Health Department, Reports of Inspection by the State 
Fire Marshall's Office and the Chief Dryg Inspector's Office, County Sanitarian 
Inspection reports and correspondence regarding the medical facility's-operation 
and transactions. 

' 

They are filed alphabetically by Area 1, Area 11, and Area 111. 



. , . L '  

13. IS t h i s  the Record Copy of t he  Series? , H  
11 
[ I  

16. &es the s e r i e s  contain c l a s s i f i ed  information requir ing secur i ty  handling?. . , 11 

18: could t h e  function be performed i f  the  f i les  were l o s t  o r  destroyed? 

19: Is the s e r i e s  ( o r  major port ion of i t )  regular ly  microfilmed? 

# 
14. rS there  a duplication of t h i s  series i n  another o f f i ce  or  agency? 

15. 
k 

the  information c.oritained i n  t h i s  series ever  summarized o r  published? 

, . . ,  .. I 

. -  . ,  L 
17. pees the s e r i e s  document po l i c i e s  and proce.dures o f  agency's operatiop o r  function? [.] 

. .  

w 
[ I  

* with great  d i f f i c u l t y  
If yes,  why? 

20. Does the  record series provide da ta  as input  t o  an EDP f i le?  

21. Does the record se r i e s  contain documeptation produced as EDP printout? 

22. Is the  s e r i e s  affected by Federal o r  grant funds? 

W 
' W  

11 

11 23. W i l l  t he re  be a-need fo: these records 10; 15 years from n&? If yes,  w h a t ?  
- s_ . .  

. .  .- . ,  

r -  . .  
ears  :?.-, .. . - .  . 

VALUE 

e . .  . . .  . .  , 

24. REQUIREMENTS. ' The fobowing r e q d r e s  the f i l e s  t o  be kept 

a. [ ]STATE b. [ ]STATUTE OF c. []AUDIT d. [ ]FEDERAL e. &l.IMINISTRATI~ f .  []HISTORICAL 
LAW LIMITATION PERIOD ' LAW DECISION 

(Cite Lcw, Statute ,  o r  other reason f o r  the retention requirement) 

Hr. Raymond J. Hereth 

25. AGENCY R€CO%%NDATION$. This agency recommends tha t  t he  f i l e  series be cut  off at  the  end 
of each -p]CAIXNDAR YEAR -[]FISCAL YEAR -[]CTHER ,then: 

B'. []Hold i n  current f i l e s  a rea  
~ . [ ] ~ e s t r q  imme*ately a f t e r  cut off.  

1 []Destroy. 
' 

month!.s)/ ,I '- 1 , y ear( 8 )  , then: . _, . ~. 
', 

, .  . .  '2 year(s)  , then : 2 e(1"ransfer t o  records cknter;  hold 
c. 

a. k]Destroy.; ' . .  ' - w  , .  , 

b []Transfer h i s t o r i c a l  r mater ial  .I . .  t o  Arkhives ; . .  

destroy remainder. , 
- .  3 [I~estroy after audit ( o r  ' yearb) after mait): 

C. []Hold i n  current f i l e s  area indef in i te ly .  
D.[]Hold i n  current f i les area yeads ) ,  then t r ans fe r  t o  Archives permanently. 

E. []Other 

(Indicate b r i e f l y  r a t i o n a h  f o r  reconvnendatims above/or wri te  a d d i t i a a t  remarks): 

R e c o m m e n d a t i o n s  

i n  P a r a g r a p h  2 5  

a r e :  


